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1. GENERAL

This Regulation states Agency policy, procedures, and responsibilities in the
adminigtration of the eivil-service retirement program and provides information
on employee benefits, rights, and obligations. It does not include fiscal
procedures pertaining to retirement deductions end accounts. This Begulation
is based on the Civil Service Retirement Act of 1930 (P.L. 279 - 71st Congress),
as smended to July 16, 1952, and spplicable rules and regulations of the U.S.
€ivil Bervice (:mission. The program mandstorily applies to all Agency
employees whose salaries are subject to retirement deductions and who are
entitled to the benefits and rights of the Act, as amended.

2. POLICY

The Central Intelligence Agency will effect the retirement of eligible employees
in sccordance with the spirit end purposes of the Civil Service Retirement Act
and will provide assistance and advice to employees concerning their current and
prospective benefits, privileges, and obligations.

3. RESPORSIBILITIES

a. ‘The Assistant Director (Personnel) has general responsibility for administra-
tion of the civil-service retirement program in the Agency.

b. Fiscal activities, such as the meintensnce of individuel retirement records
and accounting, sre a responsibility of the Comptroller.

4, CONDITIONS OF ELICIBILITY

CONFIDE
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b. SERVICE CREDITABLE FOR RETIREMENT

(1) Civilian Bwployment

(2) In addition to credit for service in a position covered by the
civil-sexvice retirement system, an employee who is occupying a
position under civil-service retirement may be given credit for
Prior cilvilien employment in any branch of the Federal Government
or in the government of the District of Columbia. Service covered
by snother Foderal civilian retirement system may not, however,
be credited for civil-service retirement if the employee credits
it for benefite under the other system. Nonetheless, Pedersl
exployment which was covered by Social Security by resson of the
nature of the individual's employment may be credited under both

systems,

(b) Credit is also given for perlods of leave with pay, for leave
without pey which does not exceed 6 months in a calendar yeer,
and for periods of leave without pay when benefits are received

under the Federal Employee's Compensstion Act.
{2) M{litary Service

(a) Credit toward civil-service retirement is allowed for yprior
honorable service is the Armed Forces of the United States except
vhen such gervice is the besis on which the enployee receives
military retirement pay. However, military service in which e
service-connected disability wes incurred in combat with an
enemy or from en explosion of en instrument of wer, or vhich was
performed under the provisions of Title III of the Army and Alr
Yorce Utilization and Retirement Equalization Act of 1948
(P.L. 810 - BOth Congress), is not only a basis for military
retirement but such service may also be credited toward civile
service retirement. Title III of the Act provides for the grant
of retired pey to members of the reserves. Basic requirements
are attainment of age 60 and 20 years of satisfactory service, the
last 8 years of which must have been in a reserve component. Only
that pert of the military service which vas served on extended
active duty and active Quty training 1e creditable towsrd civil-
service retirement.

(v) Credit is allowed for periods of militery service during which
an exployee wos on leave from a position under the civil-service
retirement system, except that such service cannot be credited
for both civil-service and military retirement purposes,
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c. AGE RETIREMENT - MANDATORY

An employce must be automatically retired for sge when he has reached ege
70 and has 15 or more years of creditable service unless he is continued
in service by Executive Order. However, an employee who reaches sge 70
prior to meeting the 15 years' service requirement may be retained until
this requirement is met.

d. CPTIONAL RETIHEMENT

An employee may elect to retire at any time after reaching age 55 under one
of the following condltions:

(1) Between the ages of 55 and 60, at a reduced annuity, after 30 or more
yeers of creditable gervice.

(2) Between the sges of 60 snd 62, vithout a reduction in annuity, after
30 or more years of creditable service.

{3} At sge 62 or over, vithout a reduction in snnuity, after 15 or more
years of creditsble service.

e. DISABILITY RETIREMENT

(1) An employee may retire for dissbility if he meets all of the following
canditions:

(a) Be is totally disabled for useful and efficient service in his
position or one of comparable level.

(b) His disebility is not the result of vicious hebits, lntemperance,
or willful misconduct demonstrated within the 5 years immediately
preceding the disebility.

{¢) He has not reached age 60 with 30 years' creditable service, or
hee not reached age 62 with 15 years' creditable service.

{(4) He has at least 5 years' creditable civilien service.
1% 3
{(2) If an employee,retired for disability recovers before reaching age 60,

his payments will be dlscontimied immeddately preceding his reemployment
in the Federal service or within year from the physical examination

showing recovery, whichever is earli
outhe bot don T e
3 /va-s-:d,
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{3) An employee dissbled in the performence of duty may be eligible for
¢ivil-service retirement benefits and for benefits under the Pederal
Beployees' Compensetion Act. In this circumstance, he may elect which
of the bemefits he will receive, but he may not receive benefits from
both simultaveocusly.

f.  DISCONTINUED-SERVICE RETIREMENT

(1) An employee who has completed 5 or more years of creditable service
and who is separated, voluntarily or for cause, is eligible to re-
celve an anmuity at the time of his seperation if he ig then age 62
ar over. If he has not reached age 62 at the time of his separetion,
he beccmes eligible upon reaching that age. Unlike sn employee wao
retires ogpti st age 62 with 15 or more years' creditable gervice
(sce paragraph 4a(3) evove), an employee who retires at age 52 with
5 or more but less than 15 yoars' creditable service mey not elect a
reduced annulty with a survivor benefit. He 1s eligible only for a
single life annuity as described in parsgraph 5a({3) below.

(2) waen an amployee with 25 or more years of creditable service is
separated involuntarily, not for cause » he is entitled to an immediate
amnuity, subject to a reduction if he is under age 50.

3.  ARNUITIES AND BENEFITS

An employee who retires under any of the conditions described in
paragraph b shove may elect to receive a single life annuity. He
may be eligible to elect as an alternative & reduced annuity with
provision for en anmuity to certain of his survivors following his
death. .

(2) Computation of Annuities

(2} The smount of an exployee's annuity, paysble esch month, is
cagputed by one of two besic formulse:

et e+ oo et (l) If the individusl's asversge arnual basic salary for the

highest 5 comsecutive years is undey $5000, his basic
snnuity consists of ) percent of the average salsry plus
$25, multiplied by the years of creditable service,

{2) If the tndividual's average snnusl basic salary for the
highest 5 consecutive years is $5000 or more, his basic
exmuity consists of 1} percent of the average salary
mltiplied by the years of perviece.
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(b) Consideration is also given to other fsctors in the computatiocn
of his basic snmuity, such as:

(1) Deposits or redeposits if there is any creditable civilian
gervice for vhich dednctions are not in the Retirement Fund.

(2) Voluntsry contrivutions, if say.

(3) Age of the employee if he 18 under sge 60 and retires for
reasone other than dissbllity.

{e) The employee's basic anmuity may not exceed 80 percent of hls
average annual salery for the highest 5 consecutive years.

(8) 1If the employee elects a survivor anmiity as descrived in (%) and
(5) below, he is subject to a reduced snmuity.

(e} ‘he Certificate of Membership, Btandard Form 105, furnished
each employee upon entrance on duty in the Agency, provides
general informetion on anmuities. Although the Civil Bervice
Commission is responsible for fimal edjudication of employee
rights and benefits, the Personnel Office will assiet intercsted
employees in estimeting the amount of snruity payments in {ndivid-
usl cases.

(3} Bingle Life Annuity

Me single 1ife annuilty provides for monthly payments to the employee
for 1ife except vwhen the samuity is terminsted by his reemployment
in the Pederal service or by his recovery 4f he was retired for dis-
ability. Except as provided in parsgraph 5b below, this type of
somuity does not provide anmuity benefits to survivers of the
rotired employee. This is the only type of anmiity svsilsble tc an
eployee who is entitled to a deferred anmuity upon reaching age &2
{as described in paregreph Le(1) sbove).

(L) Beduced Ammity with Benefit to Widow or Widower

(a) A refuced anmuity providing a survivor anruity for the widow or
widowey may be elected by any married employee who retires uuder
the sge, optional, or dissbility provieions of the retirement
progran or following involuntary separation, not for csuse, after
25 yeavrs' service.

(b) The survivor's snmity is 50 percent of the single life annulty
rate far which the retired employes would have been eligible if
he had not elascted to receive a reduced anmuity with survivor
venefits. The surviver's ancuity coumences at age 50 or upon
the destn of the retired employse, whichever is later. Annuity
payments are terminated by the survivor's death or remarrisge.
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(5) Reduced Anmulty with Benefit to Person Famed

(a) A reduced annuity providing s survivor sanuity to a person named
by the retiring employee may be elected by an unmarried exployee,
including s widow or widower, who retires in good health. The

son named must have an insursble interest in the employee.
m insureble interest is presumed between persons of neer rela-
tionship and may exist 1f the person concerned has a pecuniery
interest in the continuance of the life of the retiring employee.)

(b) This type of nmnuity is not availsble %o an employee retiring
under the disebility or discontimued-service provisions (described
in parsgraphs lYe and Lf sbove), unless the employee 1s retiring
upon inveoluntary separation, not for ceuse, efter 25 years of
service.

{¢) The annuity to the person named iz 50 percent of thet of the
retired employee and commences upon the death of the retired
employee, Poyments continue for the life of the person named.

b. SURVIVOK BENEFITS PAYABLE UPON DRATH OF EMPLOYEER

(1) Lump-sum Peyments

If upon the death of an employee, whether retired or cp duty at tae
time, e balance remains to his credit in the Retirement Fund, e lump-
sum payment will be paid to his beneficlary unless there is a survivor
eligible for immediate or future annuity benefits azs described in
paragraph 5a{h) and (5) sbove and 5b{2) and (3) below. If & balance
s%111 remsings following the terminstion of all survivor annuity
benefits, it will be paid in & lump sum to his beneficiary.

(a) Unless the employee has designated otherwise, =s provided in (b)
below, lLump-sum payments will be made to the bepeficisry sccord-
ing to the order of precedence established by law, which iss
(1) Widow or widower.

(2) If neither of the sbove, the child or children in equal
shares.

(3) If none of the ebove, to the perents in equal shares.
(4) If néne of the sbove, to the executor or edministrator.

(5) If none of the sbove, to the next of kin under the lavs of
the gtate in which the individusl is domiciled,

6
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{v) If the employee desires to designate s beneficlary out of the

order of precedence or to change e previous designetion, he will
» in the Personnel Office, Btendard Form 2508, Designation

of Beveficiery, in duplicate. Bath coples of the form will be
offieially receipted by the Personnel Office es an agent of the
U. 8. Civil Service Commission. Tae duplizate will be returzed
to the employee for his persomal record, and the original will
be transmitted to the Fiscel Divieion, if the employee 1is on the
vouchered payroll, or to the Finance Division in the case of
employees paid from confidentisl funde. The 8esignation will be
retained by the eppropriate Division until the exployee leaves
the Agency, at which time it will be forwerded to the Civil
8ervice Comission.

(2) Aonutty Benefits When Employee D es after Retirement

(3)

Even though a retired employee has not elected a survivor beneflt
based on & reduced amuity, enmity benefits may be paysble upon the
employee’s death to u widow and dependent children under the following
conditions:

(a) The emplayee must have retired with at least 15 years' service
with eligibility for an immediste annuity or have been retired
for 4isabiiity,

(b) The widow is eligible for an anmmuity 1f she is under sge 50 and

hes been married to the retired emplaoyee for at least 2 years
- immediately preceding his death or is the mother of his chila

by such mexrriage, and there is a surviving child who is unmarried
and either under age 18 or incapable of self-gupport by reason
of physicel or mental disability. Annuity peyments are terminated
at age 50 or upon remarriage or deeth of the widow. No anmity
is paysble to & surviving widower.

(c) A swrviving ch1ld {or children) who is unmerried snd elther under
age 18 or incapable of self-support by reason of physical or mental
digability is eligible for an anmuity provided that no widower
survives. Annmuity payments are terminated when the surviving child
no longer meets these conditions.

Annuity Benefits When Eaplayee Dies Prior to Betirement

If an employee dies prior to retirement but after 5 or more years of
creditable civilian service, survivor benefits mey be paysble to &

widow and dependent children under the following conditions:

7
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The widow is eligible for an anmuity if she hes been merried to
the emplayee for st lesst 2 years immedistely preceding his death
or is the mother of his child by such marrisge. No snmuity is
payeble %c a surviving widower. If s dsependent child gurvives,
the widow's annuity begins immediately; otherwise, the annulty
beging when the widow reaches age 50. Anvulty payments are
terminsted 1f the vidow remarries or dies.

A surviving child {or children) who is unmerrled and either under
sge 18 op incepsble of self-support by resson of physical or
mental dlsability is eligible for an snmuity provided that no
widower survives. Anmuity peyments are terminated when the sur~
viving child no longer meets these conditioms.

CORTRIBUTIONS TO RETIREMERT FUND

DEDUCTIONS FROM SALARY

Cuxrently, 8 6 percent deduction is withheld from the employce's base
salary =5 his contribution to his retirement account. Interest on these
deductions iz compounfled annually at the rate of 3 percent for periods of
servige over one year and credited to the employee’s account.

DEPOSITS AND REDEPOSITS

{1) Deposits for Bervice Not Covered by Deductions

Although periods of civilian service for which deductions were not
mde are creditable toward length of service for retirement purposes,
the employee's anmuity is reduced by an emount equal to 10 percent

of the unpaid amount. However, the employee may make deposits covering
the amount thet would have been withheld plus sccrued interest and
receive full benefits for such service. Such deposits are not
required for civillan service performed before 1 Auguet 1920 or for
militory sexrvice.

{2) Redeposite for Service Covered by Refunds

An employee vho hes received a refund of retirement deductions loses
eredit for the periods of service covered by the refund, slthough all
service is credited in determining title to ammuity regardless of
whether or not a redeposit is made. If the employee is again employed
in & position covered by the civil-service yetirement system, he oey
Z{}wtg.;g credit for the periods covered by refund by meking a redeposit
empunt refunded plus interest all pericds of 1o t
e ; during pe employmen
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(3} Meking Deposits and Redeposits

An employee applying for o deposit or redeposit will prepare
Standard Form 2803, Application for Service Credit, and forward

it to the Peveonnel Office. (Btandard Form 103, Application for
Service Credit, may be used until the present supply is exhausted.)
Tue Persomnel Office will review such applications for the credit-
sbility snd contimuity of service end will forward them to the U. 8.
Clivil Service Commission. The Commimsion will instruct the employee

regarding the manner of making payments.
¢. VOLUNTARY CONTRIBUTIONS

(1) Ir the opereting office concerned interposes no security objections,
an employee may increase the smount of hig future snmuity benefits by
meking voluntary contributions to the Retirement Fund. Any ocutstanding
deposits or redeposits should be mede first. The employee will submit
Standard Forn 2804, Election to Make Voluntary Contributions, directly
to the U, 8. Civil Service Commission, vhich will issue instructions
for making psyment. (Standard Form 104, Election to Mske Voluntsry
Contributions, moy be used until the present supply is exhausted.)

{(2) Contribvutions mey be made in smounts of $25 or multiples thereof.
The total amount mey not exceed 10 percent of the sggregate salary
received by the employee since 1 August 1920.

{3) The Agency does not meintein any record of voluntary contributions
ner are such contributions entered on the employee's retirement recoxd
cerd maintained by the Office of the Comptroller.

4. REFUNDB

(1) An employse who is absolutely sepsrated from the Peders). service mey
recelve a refund of retirement delucticns plus sccrued interest under
the following conditionst

{a) If the employee has less than $ years of crediteble civilien
service, he may apply for a refund since he is not eligible for
an annulty.

{b) If the employee has at least 5 years but less than 20 years of
crefiitable service, he may elect whether to apply for o refund
or to receive a deferred annulty at age 62.

(e) If the employee has 20 or more years of creditsble service, he
i8 ineligible for a refund.

(2) An emplayee who transfers to & position under another Federal retire-

ment system may elect to receive s refund regardless of the mmber of
years of crefiteble service. '
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{3) An eligible employee may apply for a refund by executing Standerd
Form 2802, Application for Refund of Retirement Deductions.
{8tandard Yorm 102, Applicetion for Refund of Retirement Deductions,
may be used until the present supply is exhausted.) If the employee
applies during processing of his separstion, he may execute the form
during the exit interview. If he resigns while in & leave status
without returning to the Agemcy, he may cbtain the form from the
Pergonnel Office by letter request. Completed spplications will be
received by the Personnel Office and forwerded to the Fiscal or
Finsnce Division, Office of the Comptroller, as appropriete, for
processing and submission to the U. B. Civil Service Commission.

7. ADMINIBTRATIVE PROCEDURES
2. VERIFICATION OF SERVICE

The Pepsonnel Office will verify, or dbtain from the U. 8, Civil Bervice
Commission verificetion of, the amount and creditebility of service for
retirement purposes. If the exployee is to be retired for age, verification
from the Civil Bervice Commission will be cbtained not less than one year,
but not moye than two years, in advance. Notice of the verification will
be forwarded through sppropriate administrative chennels to the person
involved when his eligibility for retirement or his decision to retire is
contingent upon the determination.

b. ADVANCE NOTICE OF RETIREMENT

At least GO days' advance notice is required to be given to an employee who
is to be retired for ege. In all cases in which the Agency initiates retire-
ment, the employee will be given as much advance notice as practiceble.

c. INTERVIEW ARD APPLICATION

(1) An employee whose retirement is contemplated should be referred to
the Personnel Office for interview. In instences of age retirement,
this interview should teke place approximetely 6 months before his
prospective retirement. At this time, he will be advised as to his
eligibility, the altermative benefits svailable to him, and the
procedure to be followed in £iling Standsrd Form 2801, Application
for Retirement.

(2) An employee who is eligible at separation for a refund of deductions
or for a deferred emmiity upon reaching age 62 will be edvised of his
~ yetirement rights at the time of his exit interview.

(3) Application for disability retirement may be submitted by the Agency
wien the ciroumstances warrant guch action and the employee refuses
to meke application, or it may be submitted by the employee's guardien,
g relative or some other interested person in cases of mental incom-
petence. The ?ollowing supporting documents are required in connection
witn an spplication for dissbility retirement !
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{a) The employee's supervisor will prepare a memorandum concerning
the fects in the case and the manner in yhich the disabllity
affects the individuel's performence of duty. This memorandum
must alsc indicate whether the employee has been offered any
other position, and its rate of compensation; whether the employee
1s sble to perform the duties of another position; end whether or
not the dissbility was caused by the employee's vicious habits,
intemperance, or willful misconduct.

{b) If the employee or an interested person makes the application, he
will request from the attending paysician a full report on the
evidence of digability, the date on which it began, the extent to
which it dissbles the employee and vhether or not it is attributeble
to vicious habits, intemperance Or willful misconduct. The
phyeician will be advised to submit his report to the Personnel
Qf£ice.,

{(c) Waen the application is made by ihe individual or by someone in
his behalf, he will be referred to the Agency Medical Office for
an examinetion whenever possible. The Medical Office will forvaerd
1tg findings, including a report of the historical development of
the dissbility during Agency employment, to the Assistant Director
(Personnel). If the individusl is unable to appear for a medical
examination, the Medical Office will submit & report based upon
avsileble or cbtaineble information. 1f the Agency initiates the
application, the individual will be required to take an Agency
medical exsmination only if he freely consents.

a. TRANSMITTAL OF APPLICATIONS TO THE U. g, CIVIL SERVICE COMMISSION

The Personnel Office will forvard retirement applications to the U. 5. Qivil
Service Commission asfter obtaining the neceasary fiscel records from the
office of the Comptroller. The Pergonnel Office will forwerd refund applica-
tiong to the Office of the Comptroller for final processing and transmittal
to the U, 8, Civil Service Commission.

e. STATUS OF EMPLOYEE DURING PERIOD OF APPLICATION

In each ease of an application for disebility retirement, the employee may
resign, but the Agency will not initiate action to separate the employee
velore the application is allowed or disallowed by the Civil Bervice
Commission, Wnile the spplication is pending, the employee may be carried
on sick or snnusl leave or leavs without pay. An spplication for any type
of retirement other than disability, gpecified in parsgraph i above, cennot
be processed until the employee 1s separated.

£, EXRCUTION OF RETIREMERT FORMS

(1) Tne forms referred to in this Regulation may be cbtained from ihe
Personnel 0ffice.
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(2) Spaces on retirement forms concerning place of employment, location
of employment, and position title will be completed as follows:

(a) "CIA" will be stated s the place of employment. The subordinste
unit--Division, Branch, etc.--will not be shown.

{v) "Wasnington, D. C." will be Jisted s the location of employment.

{c) A genersl position title may be used if 1t is not pecullsr to
this Agency.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

L. K. WEgm’
Acting Pirector

{ stretion)
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